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Finance
Department
P-Card Setup/Maintenance Request
Please fill this form out online and submit it for processing.
Use the Print button to make a copy for your records.
Select request type.
Personal Information
(COSA Logon ID)
("Unique ID")
 *Department Approver for this CardHolder (CH):
 *Does CardHolder (CH) require a Reconciler?  
Card Setup
*CardHolder Name (as it is to appear on card--25 characters total):
+
Accounting Codes
Default Cost Type
Default  Code
Description
Set Cardholder Limits
Cardholder / User Information Change
 *Change is:
Select whether the change is permanent or temporary.
(MM/DD/YYYY)
(COSA Log on ID)
Choose from roles listed: View only allows users to pull reports only (all departments);
                                                 Approver allows users to allocate transactions and approve for the department;
                                                 Reconciler allows users to allocate transactions and review statement(s) for assigned 
                                                                        cardholder(s).                                                                    
Attach additional documentation regarding this disclosure, if needed.  Use the paperclip icon in the left margin of the window.
..\..\My Documents\My Fragments\AttachIcon.jpg
You are required to check this box.  It affirms that the information entered is truthful.
Cardholder / Manager Signature
I swear or affirm that the statements contained in the Form, including any attachments, to the best of my knowledge and
belief are true, correct and complete.
Enter  your credential information and select the Sign button:
Signature
*
By checking this box, I swear or affirm that the information contained on this form, to the best of my knowledge and belief is true,
correct and complete.
  Enter your credential information and select the Sign button:
Authorizing the creation of the above cardholder account.
When complete, use the Print button to make a copy for your records.
Use the Submit button to send this form for processing. 
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Pcard Setup / Maintenance
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